Employee Training Management System (ETMS): Information Help Files

INFORMATION

OVERVIEW: Information will have all the functions of an Employee (see Employee Help
Files).

Information will allow the User to view all Department Employees’ information and

generate reports. They have one additional task on their Home Page, the Information
drop down list.

I.  Tasks: By placing the mouse on the Information link two tasks will appear on a
drop down list, Employee and Reports.

[Tnformation
Employes
Feports

A. EMPLOYEE: By clicking the Employee link the following page will appear.

Employees
P.O.S.T. Search by name:

(4] [B] [€] [D] [E] [E] [G] (H] (1] U] (K] [L] [M] [M] [Q] [B] [Q] [E] (5] [T] (U] [¥] (W] (X] (X] [Z]

1. To locate an Employee, click the A-Z listing based on the last name. To
search for a specific Employee, type their last name in the search by
name box and click the search link. The screen will look similar to this:

Employees
Search by name:

Employees Classification Sub-Group

BEEAEFIELD, CONNIE Superwising State Park Ranger Traming Office (068) Wilkam Penn Mott Jr. Traming Center View
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2.  Home Page: By clicking the Employee’s name, the User will be able to
view the Employee’s Home Page and Required Programs. The screen
will look similar to this:

HOME PAGE
Name Hequirement 1 : Advanced Officer Training (10 hours every 24 months)
BREAKFIELD, CONNIE FProgram Title Completed Hrs Completion Date  Due Date  In Compliance
Classification NIME/SEME Bane Course } 32172006 22172008 YES
#0980 Superaising State Park Ranger Freasma/Tacocal Rifle 24 11172005 11172007 YES
E Total Hours 1 In Compliance
HiA
Training Group Hequirement 2 : Perishable Skills (Every 24 months)
Treining ffce (06%) el Post Subject ired Hrs Completed Hrs € ion Date Due Date In Compliance
PEP Firearms Traeng 4 4 2RA2008 YES
i PEP Drvver Training 4 [ 2008 YES
William Fenn Mott Jr. Training Centar "| =
PEP Arrest and Control Traming 4 4 322008 YES
Ewmail PSP Tactieal Comemumications 2 2 3232008 YES

CEREAKFIELD@parks

Werk Phone
D Pogen i i [T s o
DANELSON, JOANNE v | Racud Profling Clasrfication| 12/10/2003 | 60 | 12102008 YES
Alternate Supervisar Ethicz Onestanon for State Otficials Supernzer ----
HENRY. GNGERLOU x| Elder and Dependent Aduk Abuse - CPT Video Cassiicasion [N
Training Coordinator Supernsory Course freeeel [ T |
HENRY, GRIGERLOT Sesual Harassment Prevention Supernser
S EECQ With All Tue Eespect Supernzer -- -
EIE SRR EATD Diefensive Driver Traing Program Superviser | 10/24/2003 YE:
Puschasing (Video-30 Minates) supervizer | 5152004 [ o |
Cal-Card Refresher (Video-30 Mimses) supervizer | 5052004 [ [we |

3. Employee Training Record: By clicking the View link in the Training
Record column, the User will be able to view the Employee’s Training
Records. The screen will look similar to this:

Clas Windiw
Training Record (BREAKFIELD, CONNIE)
Training Programs Completed
POST Frogram Tide gy e Program Locaion gl [Legh| oy TG
05T, Pravider Provider Date hr) Categary
{months)
YES PSP - Driver Trameng 2 DPR. Mot Traming Ceater W06 6 MiA  Jsb Requied
YES PSP - Tactical Commirications 2 Mot Trazing Ceater Izw0E 2 MIA  Jeb Requred
YES PSP - Freams 1] Mot Trazing Center 222006 4 MIA  Job Requred
YES PSP Anest and Control 1] Matt Trazing Center W06 4 MIA  Job Requoed
YES MM MiA DFR Mot Traising Ceater 22006 8 WA Job Required
YES PSP al Comiixications 7] DFR Monterey w0E 8 WA Job Requied
NHO :'\“::“‘n‘:'l‘_”‘g“" A [3 DPR Lagiea Seca EAA0E 1 MA  Job Required
HO ("_""’"f::"\‘g’""r‘”"‘s tad HiA DER Laguna Seca Range BRAR006 1 WA Career Relaed
Al ation:

NO  CPRAEIVCD Refresher 12 DPR. Moaterey Sector Office ases 8 MiA Job Required
YES PSP - Tactical Commesications 24 PR ;'{;J"”*" Road, Monterzy, CA 2006 2 WA Job Required
N  Fireors Shotgun Training and [ PR Lagena Seca 120702005 3 WA Job Required
NO 3 PR Lag=a Seca 12712005 3 WA Job Required
YES  Firearms/Tactical e HIA DPR Big Sur VAT2005 2 MWA Job Requied
YES  Fuearma/Tactical Rile Hia DFE Big Sur- Molera 12005 4 A Job Bequred

Emergency Medieal Respender (EME = >
N o e e IR 12 DFR Materey Distriet Office 022005 8 M4 Job Requied

Refresher
Wl EEs bt ey ] DPR Lagua Seca PO Rangs G005 3 Mk JobBequred

Qualification
NO  CFRL D Refresher 12 DFR Big Sur Station 26205 6 A Job Requied
YES  Field Tramang OO esher 34 A Mott Traing Center 1202004 M NA  JobRequued
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a. Program Title: If a Training Request was completed on ETMS, the
Program Title will link to the details of the Employee’s Training
Request. This page can be printed and included with the Travel
Expense Claim for reimbursement. The screen will look similar to

this:
(Cosawngeon ]  (Bac
Approved
Hame: WAGY, STEVEN
Classdicaton: State Park Supenntendent [
Tramng Group: Tramang Section
Sub Groug: Wilkiam Fenn Mott Jr. Trawang Center
Tranmng Prowder: LDFE
DPR: DFR
Leocation Healdsturg
Program Tidde: Coastal Manne Interpretation
Upward Mobdity

Tleck cool m shorts
GISI2006 - ENO2006
HENRY, GINGERLO
TI200E

He Data

HENRY, GINGERLOT
3TI2006

He Data
KIRSCHENMAN, GATL
TIZ006

Ho Data

LOMEBARD, KEARYN
ATI2006

Ho Data
Dhetary

Lots of fish

4. P.O.S.T. Compliance: To access the P.O.S.T. Compliance Report, click
the Employee link within the drop down list, a page will appear that will
look similar to this:

Employees

P.O.S.T Search by name:

By clicking the P.O.S.T. link, a Compliance Report will appear for all
State Park Peace Officers and the status of their P.O.S.T. training. The
screen will look similar to this:
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P.O.S.T ( C.P.T. ) Compliance Report
ABMA, ERIC Lifeguard NO
ACEERMANN, MICOLE State Park Ranger §OES
ADAMA DATE Lifeguard ERES
ADDISON-BIER, HETDI State Park Ranger NO
AESCHLEMWAN, MATHAN  State Park Ranger NO
AHTEERG, ANDEEW State Park Ranger NO
ATTCHISON, GARRATT Supervisimg State Park Ranger NG
ATLANCORTE, ELIZABETH  State Park Ranger NO
ATLEMN, MARE Lifeguard NO
ALLEN, TODD Superwising State Park Ranger el
ALLING, JEREWMY State Park Ranger YES
ATWVAREZ, GILEERT State Park Ranger fOES
ALVAREZ I, RODOLEQ  Lifeguard NO
AMDERZON, JOEMATHAN  Lifeguard TES
ANDERSON, SCOTT State Park Ranger e
AMNIBALE, VINCENT State Park Ranger BiElEs
AOKIEADLEY, WENDT State Park Ranger O
ARMAS PAMELA State Parle Supermtendent I i
ARMAS, THERESA Supervising State Park Ranger NO
ASH, DANIEL State Park Fanger WIS
AUGUSTINE, DAVID State Park Ranger NO
ATUE, GEEALD State Park Ranger SiES
AVILA, GUSTAVO Lifeguard Supervisor I NGO

a. To see the specific details of an Employee’s Compliance Report,
click on the Employee’s name and you will be linked to their
P.O.S.T. Management screen. The screen will look similar to this:

FEHLING, MICHAEL

Close Window

P.0.5.T. ( C.P.T. ) Management
Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date In Compliance
P.OET Video - Becognizing, Eeporting, and Preventing Terrorism 2 41212005 41272007 YES
Elder and Dependent Adult Abuse - CPT Video 2 2f2i2005 ar2rzon7 YES
hlanagement Course 104 14132005 11352007 YES
Total Hours 108 In Compliance

Regquirement 2 : Perishahle Skills (Every 24 months)

Program Title Reguired Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Traming 4 4 4i2372004 4f2312006 YES
PSP Driver Tramning 4 4 3f3/2005 3i3r2007 YES
PSP Arrest and Control Traming 4 4 12/10/2004 124102006 YES
PSP Tactical Communications 2 il 12/17¢2003 12/1712005 NO
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B. REPORTS: This will allow the User to run certain standard reports for all
Department Employees. By clicking the Reports link within the Information
drop down list, a screen will appear with several standard reports. The
screen will look similar to this:

[ Cloze Window ] ’Elac:k]

Report Management

90 Day Evaluation

POST Compliance Report - Departiment Wide - Classification

POST Compliance Report - By Training Group - Individual

POST Compliance Report - By Training Group - Classification

POST Compliance Heport - By Sub Training Group - Classification

Program Compliance Eeport

Program Compliance Report By Date

Programs History

CiOST For Out-Service

Instructor Type
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